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Getting Started
I ntroduction

This User Manual appliesto all civil actions filed in United States District Court for the District
of South Dakota.

Pleadings or other documents which are filed traditionally rather than electronically shdl be
served in the manner provided for in, and on those parties entitled to notice in accordance with the
Federal Rulesof Civil Procedure and the Local Rules of this Court.

This manual provides instructions on how to use the Electronic Filing Systemto file documents
with the Court, or to view and retrieve docket sheets and documents for all cases assigned in this system.
It assumes a working knowledge of Netscape, Internet Explorer and Adobe Acrobat. For questions
regarding Netscape, Internet Explorer or Adobe Acrobat, refer to their instruction manuals.

Help Desk

If you need assistance, the Court’'s Help Desk is available by telephone a the numbers
listed below:

Southern Division (Sioux Falls) at 605-330-4447 between the hours of 8:00 am
and 5:00 pm CST.

Northern Division (Aberdeen) at 605-224-5849 between the hours of 8:00 am
and 5:00 pm CST.

Central Division (Rerre) at 605-224-5849 between the hours of 8:00 am and
5:00 pm CST.

Western Division (Rapid City) at 605-342-3066 between the hours of 8:00 am
and 5:00 pm MST.

Or viae-mail at the following address:

ecfhel p@sdd.uscourts.gov

Capabilities of System

The electronic filing system allows registered participants with Internet access and
Netscape or Internet Explorer software to perform the following functions:

. Access to the Court’s web page
. Download the most recent version of the User’s Manual
. Train using atutorial that mimics the process of e-filing
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. Electronically file pleadings and documentsin actual “live” cases
. Download Netscape Browser or Portable Document Format (PDF) information

Requirements

Har dwar e and Softwar e Requir ements

The hardware and software needed to electronically file, view and retrieve case documents are the

following:

. A computer running a Windows or Macintosh operating system

. Software to convert documents from aword processor format to portable document format
(PDF)

. A PDF-compatible word processor like Macintosh or Windows-based versions of
WordPerfect and Word

. Internet access supporting atransfer rate of 28.8 kbs or higher

. Browser software (Netscape or Internet Explorer).

. Accessto a scanner to image documents you did not produce or create (optiona)

. A PACER account isrequired to retrieve information from the ECF sysem. You can

obtain a PACER account by calling 1-800-676-6856 or 210-301-6440 or by visiting their
website at http://www.pacer.uscourts.qov.

How to Register for Access

Participation in electronic filing is limited to attorneys who are members of the bar of this court,
including those admitted pro hac vice and attorneys authorized to represent the United States.
Regidrationis to be made by usng aform prescribed by the clerk which requires the attorney’s
name, address, telephone number, Internet e-mail address, and a declaration that the attorney is
admitted to the bar of this court.

Provided that the registered attorney has an Internet e-mail address, registration constitutes consent
to electronic service of all documents as provided in the rules in accordance with the Federal Rules
of Civil Procedure and the Federal Rulesof Criminal Procedure.

Once registration is completed, the registered atorney will receive notification of the user log-in
and password. Registered attorneys agree to protect the security of their passwords and
immediately notify the clerk if they learn that their password has be compromised. Registered
attorneys may be subject to sanctions for failureto comply with this provision.

Those who are not registered attorneys in the Electronic Filing System are not required to
electronically file pleadings and other papers in acase assigned to the system. Once registered, an
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attorney may withdraw from participation in the Electronic Filing System by providing the clerk’s
office with written notice of the withdrawal.

Preparation
Setting Up the Acrobat PDF Reader
In order to view documents filed on the system, users must set up Acrobat PDF reader. All
pleadings must be in PDF format to be filed electronically. Adobe does provide a PDF Reader for
free on its website and that works for viewing documents. However, in order to create and
subsequently file PDF documents you will need to obtain Adobe Acrobat Exchange 3.0 or higher.
Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the Court using the Court’s
Electronic Filing System. Be sureto view the PDF formatted document before sending it to
ensurethat it appearsin itsentirety and in the proper format.

How to View a PDF File

. Start the Adobe Acrobat program

. Go to File menu and choose Open

. Click on the location and file name of the document to be viewed

. If the designated location is correct, and the fileisin PDF format, Acrobat loads the file

and displaysit on the screen

. If the displayed document islarger than the screen or consists of multiple pages, use the
scroll bars to move through the document

. Click on the View menu for other options for viewing the displayed document. Choose the
option that is most appropriate for the document

How to Convert Documentsto PDF Format

Conversion of any word processing document to PDF format isrequired before submission to the
Court’s dectronic filing system.

The conversion processis relatively simple and can be accomplished in one of two ways depending
on the word processing program you are usi ng.



United Sates District Court, District of South Dakata CM/ECF UsersManual

For WordPerfect:

Version 6.1, 7, 8 (PDFWriter required for use with these versions)

Open the document to be converted

Select the Print option and in the did og box select the option to change the
selected printer. A drop down menuwith alist of printer choicesis displayed

Select Adobe PDFWriter

“Print” the file. Thefile should not actually print out; instead the option to save
the file as a PDF format file gppears

Namethefile, giving it thefile type extension .PDF
Accept the option and the file is converted to a PDF document

Thefileis now in Adobe PDF format under the newly designated name, and the
original document remainsin itsorigina form under the origina name

Version 9 or higher

Use above method or;

Open the document

Click on the File menu and sdect, Publish to PDF

Be surethat [all pages] or [full document] is selected on the Document tab
Click on the Detailstab and select, Publish Text as Graphics. (Note: This step
reducesthe resulting file size considerably. Thiswill be important with regard to
system response time.)

Savethefile asa PDF file, giving it thefile type extension .PDF

Thefileis now in Adobe PDF format under the newly designated name, and the
original document remainsin its original form under the original name

Any Other Word Processing Program:

Open the document to be converted

Select the Print option and in the didog box select the option to change the
selected printer. A drop down menuwith alist of printer choicesis displayed
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. Select Adobe PDFWriter

. “Print” the file. Thefile should not actually print out; instead the option to save
the file as a PDF format file appears

. Namethefile, giving it thefile type extension .PDF

. Accept the option and the file is converted to a PDF document

Depending on theword processing program being used, it may be necessary to find the
printer selection elsewhere. At that point, change the printer to Adobe PDFWriter, and
follow the directions above.

Basics
DocumentsFiled in Error

A document incorrectly filed in a case may be the result of posting the wrong PDF fileto a
docket entry, selecting the wrong document type from the menu, or simply entering the
wrong case number and not catching the error before the transaction is compl eted.

The system will not permit you to make changes to the document(s) (or the resulting
docket entry) once the transaction has been committed. Once a document has been filed
electronically it is part of the Court record. |If the wrong document or a partial
document isfiledin error, you are advised tore-file a corrected document. Docket
entries are the business of the clerk’s office and will not be modified upon request. The
clerk’ s office may edit adocket entry to correct or clarify asthe Clerk deems necessary.

Viewing Transaction Log
This feature, selected from the Utilities menu off the blue bar, allows you to view all
transactions processed with your login and password. If you believe or suspect someoneis
using your login and password without permission, you will need to contact the clerk’s
office immediately to have your password changed.

User Manual

The most recent version of the User Manual for the system is always available in PDF
format the Court’ s website at www.sdd.uscourts.gov.

A Step-by-Step Guide

Below is astep-by-step guide for entering the system, preparing a document for filing, filing a
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motion or other document and displaying a docket sheet.
How to Accessthe System
Users can get into the system via the Internet by going to:

http://www.sdd.uscourts.gov and clicking on the CM/ECF box on the left side of the screen as
shown below:

=151

] 3
Coedk - > - D [F | @oewch Girevertes @eds 3| B o
ks [&] hitpstfwm sdd.uscourts.gov] =l @en |1k
|
UNITED STATES DISTRICT COURT
7y DISTRICT OF SOUTH DAKOTA
Federal Building ~ Courthouse, Sioux Falls, South Dakota
[Rcezitoness:]
United States District Court
District of South Dakota
400 S_Philips Avenue
Sioux Falls, SD 57101
(605) 330-4447

Beginning in July 2003, all new cases filed in the United States District Court for the District of South Dakota

will b placd hy e, ciark's ofice n tha £l s new Cass Management/Flactmnir. Cass Filing (CM/FCF)
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Case Search | DistrictInfo | Jury Info | Documents | Bankruptcy | More
|

[EToere [ e

B wordeerfect 3 - (Docu. . | [ElMan Paye so ontri. B 30°F NG 7 @OBOS 108 am

Mstat||| 1] & B 5 || @ shely Margules - 1nbo.. | (3 Realone Player: Smoo.. |

Click on Live Database Log-in
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UNITED STATES DISTRICT COURT
DISTRICT OF SOUTH DaAaKOTA
Live Database Log-In
Training Database Log-In

CrUILCE Information Attorney Heaistration
Pacer Service Center

System Regquirsments

Iraining Sehedule
Cral Lvents
Attarmey's Manual
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Logging In

The next screen isthe login screen.

2 South Dakota Dist crosoft Internet Explorer
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ECF/PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the LS. Code. All activities and
access atternpts are logged

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need
filing capabilities, enter your PACER login and password. If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp #ipacer psc.uscourts gov or call the PACER Service Center at (800) 676-
6856 or (210) 201-6440

An access fee of $.07 per page, as approved by the Judicial Conference of the United
States atits September 1998 session, will be assessed for access to this service. All
inquiries will be charged to your PACER account. If you do not need filing capabilities,
enter your PACER login and password. The Client code is provided to the PACER
user as a means of tracking transactions by client. This code can be up to thirty two
alphanumeric characters long

Authentication

Login

Password

client code
Login | Clear

CMYECE has been tested and warks correctiy with Netscape 4.0x and 4.7x. and Internet Explorer 5.5
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File  Edit  Viel el

Enter your login and password in the appropriate data entry fields. Then click on
Login button to transmit the information to the system. If an error is made before
you' ve submitted the screen, the Clear button allows you to clear the login and
password entries so they can be re-entered

If an invalid combination has been submitted, the system responds with an error
message. Click on the Back button on your browser, then re-enter your login and
password

The entry of avalid login and password combination prompts the system to display
the main menu

For those current PACER users that have not registered as e-filers, you may use
your PACER login to view docket sheets and documents (you must use your ECF
login to file documents electronicdly). Logging inusing your PACER login will
give you asimilar menu to that shown below, except the Civil and Criminal
options will not appear

ion 1.1 LIVE DATABASE - Microsoft Internet Explorer Lo =1 |

i
GBak - = - @D 44 | @search

Favortes @heda (B | B- &b

Address [&] https:jecf.sdd.crcs.den/cgi-bin/login pi7 121699684997559-1_311_0-1 ~| @0 |unks >

—
query 0 Reports o utliities o Logout b

U.S. District Court
District of South Dakota

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may used this file to alert users to current CMYECF operational issues.

This facility is for Qfficial Court Business only, Activity o and from this site is logged. Document filings on this eystem ave subject to Federal Rule of Civil 1L af"
w criminal activity will be W to the law afficials.
Welcame ta the ULS. District Court for the District of South Dakota Blectronic Document Filing System. This page is for the use by and firms in the Sfiling system.

Ths st recent version of the Netscape browser and the Adobe PDF reader can be abtainsd by selscting the Netscape/ PDF Settings option listed beiow.

You should become familiar with the

of your broswer. Most screen displays in this system are split to provide a small top frame for Netscape. Review Netscape's

\raims capatiiity for new navigation tips.

Metscape/PIF Settings

\Last login: 11-04-2005 10:23

124 My 2002

&) Done
start|| ) & BT 50 || @ shely Marguies - Inbox - .| (3 Realone Player: hitpsi/st... | B wordperfect 9 - [porume. . |[E)South Dakota District ..

[ [ [ meernet
30°F [NEVDOBO 1uzsan

Note that the last date you logged into the system appears at the left of the screen. Y ou should
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review this information each time you log in for security reasons. If you believe or suspect
someone is using your login and password without permission, you should contact the Clerk’s
Office at (605) 330-4447 immediately to change your password.

Civil Events Feature

This CIVIL option permits the filing of documentsin a case.

1
E Criminal Reports (itiities Logout

There arefour basic steps involved in filing a document:
(1) selecting a menu item (event type);
(2) entering the case number for which the document is to be filed;
(3) designating the parties filing the document; and
(4) specifying the PDF file name for the document to be filed.
Each screen has the following two buttons:
Clear - clearsall characters entered in that particular box

Next - accepts entry and moves to next screen

Correcting a mistake

¢« » 3 A 2 W < 8 O @

Back Fomward — Reload Harme: Search  Metzcape  Prnt Secunty  Shop S.h:up

Use the Back button on the browser toolbar to go back and correct an entry made on a previous
screen. However, once thedocument istransmitted to the Court (the final submit button),
only the Court can make changes or corrections.

Scope of Electronic Filing
The United States District Court has determined that all cases shall be assigned to the court’s
Electronic Filing System. All petitions, motions, memoranda of law, or other pleadings and
documents required to be filed with the court in connection with a case assigned to the Electronic
Filing System may be electronically filed. Exceptions to this general assignment of all cases to the
Electronic Filing System may be made by the Chief Judge or by ajudgeto whom a particular caseis
assigned. The Electronic Filing System does not apply to service of discovery between the parties.
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Signatures

Attorneys

The user login and password required to submit documents to the Electronic Filing System
serve asthe registered attorney’ s signature on all electronic documents filed with the court.
They also serve as a sgnature for purposes of Fed.R.Civ.P. 11, the Federal Rules of Civil
Procedure, the Federal Rules of Criminal Procedure, the local rules of this court, and any
other purpose for which a signature is required in connection with proceedings before the
court. Each document filed electronically must, if possible, indicate that is has been
electronically filed. Electronically filed documents must include a signature block and must
set forth the name, address, telephone number and the attorney’ s bar registration number, if
applicable, of the registered attorney under whose log-in and password the document is
submitted The signature block must include either an “s/” typed in the space where the
signature would otherwise appear or afacsimile signature of the attorney under whose log-
in the document is submitted.

No registered attorney or other person may knowingly permit or cause to permit a registered
attorney’ s password to be used by anyone other than an authorized agent of the registered
attorney.

A document containing the signature of a defendant in a criminal case must be filed in paper
form with an original written signature.

If adocument requiring signatures of more than one party is filed electronically, the party
must either: (1) submit a scanned document containing all necessary signatures; (2)
represent the consent of the other parties on the document; (3) identify on the document the
parties whose signatures are required and by the submission of a notice of endorsement by
the other parties no later than three business days after filing; or (4) inany other manner
approved by the judge.

Eligibility, Registration, Passwor d

Attorneys admitted to the bar of this court, including those admitted pro hac vice and
attorneys authorized to represent the United States, may register to use the court’s
Electronic Filing System. Registrationisto be made by usng aform prescribed by the clerk
which requires the attorney’ s name, address, tel ephone number, internet e-mail address, and
a declaration that the attorney is admitted to the bar of thiscourt.

Provided that the registered attorney has an internet e-mail address, registration constitutes
consent to electronic service of all documents as provided in these rules in accordance with
the Federal Rules of Civil Procedure and the Federal Rules of Criminal Procedure.

Onceregistration is completed, the registered attorney will receive notification of the user

log-in and password. Registered attorneys agree to protect the security of their passwords
and immediately notify the clerk if they learn that their password has been compromised.
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Registered attorneys may be subject to sanctions for failure to comply with this provision.
Serviceof Electronically Filed Documents
Summons and Initial Pleadings

Thefiling of the initial papers, including the complaint and theissuance and service of the
summons in acivil case and the complaint, information, indictment, superseding
information or superseding indictment in a criminal case, will be accomplished in the
traditional manner on paper rather than through the Electronic Filing System. All
subsequent documents in those cases assigned to the Electronic Filing System may be filed
electronically except as provided in these rules or as ordered by the court.

Service of Documents by Electronic Means

The “Notice of Electronic Filing” that isautomatically generated by the court’s Electronic
Filing System constitutes service of the filed document on Filing Users. Parties who are not
Filing Users must be served with a copy of any pleading or other document filed
electronically in accordance with the Federal Rules of Civil Procedure, the Federal Rules of
Criminal Procedure and the local rules.

A certificate of service must be included with all documents filed electronically, indicating
that service was accomplished through the Notice of Electronic Filing for parties and
counsel who are Filing Users and indicating how service was accomplished on any party or
counsel who isnot a Filing User.

Conseguences of Electronic Filing

Electronic transmission of a document to the Electronic Filing System consistent with these
rules, together with the transmisson of aNotice of Electronic Filing from the court,
constitutes filing of the document for all purposes of the Federal Rules of Civil Procedure,
the Federal Rules of Criminal Procedure and the local rules of this court, and constitutes
entry of the document on the docket kept by the clerk under Fed.R.Civ.P. 58 and 79 and
Fed.R.Crim.P. 49 and 55.

Beforefiling an electronic document with the court, a registered attorney must verify its
legibility.

When a document has been filed electronically, the official record is the electronic
recording of the document as stored by the court, and the filing party is bound by the
document asfiled. A document filed electronically is deemed filed at the date and time
stated on the Notice of Electronic Filing from the court.

Filing a document electronically does not alter the filing deadline for that document. Filing
must be completed before midnight Central time in order to be considered timely filed that

day.
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Entry of Court-Issued Documents

All orders, decrees, judgments, and proceedings of the court will be filed in accordance with
these rules which will constitute entry on the docket kept by the clerk under Fed.R.Civ.P. 58
and 79 and Fed.R.Crim.P. 49 and 55. All signed orders will be filed dectronically by the
judge or court personnel. Any order or other court-issued document filed electronicdly
without the original signature of ajudge or clerk has the same force and effect asif the
judge or clerk had signed a paper copy of the order and it had been entered on the docket in
aconventional manner.

Orders may also beissued as “text-only” entries on the docket, without an attached
document. Such orders are officia and binding.

The court may sign, seal and issue a summons or warrant electronically, although a
summons or warrant may not be served electronically.

A registered attorney submitting a document electronically that requires ajudge’ ssignature
must promptly deliver the document in such form as the court requires.

Attachments and Exhibits

Registered attorneys may submit in electronic form all documents referenced as exhibits or
attachments, unlessthe court requires conventional filing. An attorney must submit as
exhibits or attachments only those excerpts of the referenced documentsthat are directly
germane to the matter under consideration by the court. Excerpted material must be clearly
and prominently identified as such. Attorneys who file excerpts of documents as exhibits or
attachments under this rule do so without prejudice to their right to timely file additional
excerpts or the complete document. Responding parties may timely file additional excerpts
or the complete document that they believe are directly germane. The judge may require
partiesto file additional excerpts or the complete document.

Attorneys who are not registered in the Electronic Filing System may file large documents
with the clerk by delivering the documents on a computer readable disk, in .pdf format.
Counsel who file documentsin electronic form shall also provide a courtesy copy, in paper
form, if they so desire.

Sealed Documents

Documents ordered to be placed under seal must be filed conventionally and not
electronically unless specificdly authorized by the court. A motion to file documents under
seal may be filed electronically unless prohibited by law. The order of the court authorizing
the filing of documents under seal may be filed electronically unless prohibited by law. A
copy of the order granting the motion to file a document under seal must be attached to the
document that isto be filed under seal when the document is delivered to the clerk. Ex
parte documents will not be filed under seal unless a motion to file the ex parte document
under seal has been granted by the court and a copy of the order is attached to the ex parte

14
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document at thetime the ex parte document is filed with the clerk.

Retention Requirements

Documents that are electronically filed and reguire original signatures other than that of the
registered attorney must be maintained in paper form by the registered attorney until five
years after all time periodsfor appeals expire unless the court directs that it be retained for a
different period. On reguest of the court, the registered attorney must provide origina
documents for review.

Notice of Court Ordersand Judgments

Immediately upon entry of an order or judgment in an action the clerk will transmit to
registered attorneysin the case, in electronic form, aNotice of Electronic Filing. Electronic
transmission of the Notice of Electronic Filing constitutes the notice required by
Fed.R.Civ.P. 77(d) and Fed.R.Crim.P. 49(c). The clerk must give notice in paper form to
any person who has not consented to electronic service.

Filing Initial Papers

Thefiling of theinitial papers, including the complaint and theissuance and service of the
summons in acivil case and the complaint, information, indictment, superseding
information or superseding indictment in acriminal case, will be accomplished in the
traditional manner on paper rather than through the Electronic Filing System. All
subsequent documents in those cases assigned to the Electronic Filing System may befiled
electronically except asprovided in these rules or as ordered by the Court.

Filing a Motion

EECF Civl Crimnal ~— +  Query o Reports ~ +  Utiiles +  Logout

“ivil Events
Tnitial Pleadings and Service (ther Flings
Cornplatits and Other Tuhiatg Documents  Discovery Docoments
Service of Process Wotices
Angwers to Complants Thal Documents
Cther Angwers Apveal Docoments
Other Docoments
Motions and Related Filings
Mofions

Responses and Reples
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Select CIVIL from the bar at the top of the main menu to bring up the CIVIL EVENT S window.

Click on Motions under M otions and Related Filings

. Select type of motion relief sought

Motions

Alter Judgment |
Amend/Correct —
Appear PHYW

Appoint Counsel

Appoint Guardianf/atorney ad Litem
Attorney Fees

Bifurcate

Bond =1
et Clear I

Use the up and down arrows on the right side of the box to find the type of motion to be filed, and
click onit.

To select multiple motion reliefs, press and hold down the Crtl key, and click on the appropriate
formsof relief sought.

. Scroll down and click on Next
. Enter the case number
Motions

Case Number

|| 0012345, 1.99-¢v-12345, 1-99-0v-12345, 00cv12345, or 1.09cv12345
[RI=F] | Clear |

If the number is entered incorrectly, click Clear to re-enter.
or

If the computer prompts that you entered an invalid case number, click on Back to
re-enter.

When the case number is correct, click on Next
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The next screen prompts you to select or add the name of the party for whom you
are filing the motion:

Motions

02 -cw-04244 TTP Tarsen hanufactun

Ceompany of Scuth Dialcota w. Ahwnin bt Preducts Tamited, et al
Select the filer.

Select the Party:

Alurmingrt Products Limited, [Defendant]
ChamberDoor,. [Defendant]

Larson Manufacturing Company of South Dakota, Inc. [Flaintiff]

A ddiCreate MNew Party

M et Clear I

Click on the down arrow to the right of the box to scroll through the list (if
necessary). If the name you are looking for appears, click on it, and then click Next

Note: If the name does not appear, call the Help Desk at one of clerk’s offices listed above
in the Getting Started section of this manual. The clerk’s officewill advise you regarding
the appropriate steps to take.

The next screen prompts you to select the PDF filename of the document being filed

|Motions
4:03-cyw-04244-| | P Larson Manufacturing Compa

Zelect the pdf document (for example: CA12%cwd01-21 ¢
Filename

II Browse... |

IAttachments to Document; © Mo & Yes

Nextl Clearl

The file MUST bein a PDF format with a.pdf suffix. If not, it will not be accepted
by the system.

If an attempt is made to upload anon-PDF file, or make a standard docket entry
without also submitting a document, an error message will appear
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To Submit a PDF Document
Enter the full path name of the document to be filed in the space provided;
or,
Click on the Browse to navigate to the appropriate director and file to select the document.
Two very important points mus be noted here:

. If the path name for the file ismanually entered, be sure to include the drive name,
if applicable, and the full directory path (e.g. c:\docsanswr.pdf)

. To use the Browse option, use the mouse to select the directory in which the
PDF version of the fileis located.

Change the files of type from

HTML (* htm, * bt M

to

Select the file to be uploaded.

Note: To verify that the document being filed is the correct document, after the fileis
selected, right click on the file name to bring up aquick menu and Ieft click on open. The
.pdf document will open and can be viewed to verify that it is the correct document. You
must close the document before attempting to file it (click on File Close or click on the*X”
in the upper right corner).

If there are no attachments to the motion, click on Next

Attachmentsto Documents

All documents which form part of a pleading and which are being filed at the same time and by the
same party should be electronically filed together under one docket number.
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. If there is an attachment to the mation (e.g., an exhibit appendix, proposed order,
etc):

. Click Yes

. Click Next

. An additional screen is displayed (all exhibits must be attached to the document

being filed) which allows you to attach one or more documents

= )
O Civil Criminal . Query « Reports . Utilities . Logout '?

Motions
403-cyv-04244-L | P | arson Manufacturing Company of South Dakota v AluminArt Products Limited, st al

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf).
Filename

I Browse. . |

21 At your ophion, select a document type andfor enter a description.

Type Description
37 &dd the filename to the lst box below. I you have more attachments, go back to Step 1. When the list of filenatmes is complete, click on the
MNest button.

Add to List |

Rernowve fram List |

NOTE: According to the Court’s Standing Order, attorneys who are not registered in the Electronic
Filing System may file large documents with the clerk by delivering the documents on a computer
readable disk, in .pdf format. Counsel who file documents in electronic form shall also providea
courtesy copy, in paper form, if they so desire.

. At the prompt: Enter the PDF filepath and name of the document you are filing or
click on Browse to search for the document.

. Click on Add to List

. If there are additional attachments, repeat this process for each one.
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After adding all .pdf documents for attachments, click on Next

When Attachments and Exhibitsarein Paper Format

If attachments and exhibits are filed in paper format, copies must be served on all partiesinthe case
in the traditional manner.

Adding the Description of the Document

Click the drop-down list and select the correct modifier, if necessary

|Motions
4:03-¢y-04244-1 | P [ arson Manufacturing Compary of South Dakota v, AluminArt Products Limited, et al

Docket Text: Modify as Appropriate.

I | MOTION for Attorney Fees I by Larson Manufacturing
F' th Dakota, Inc. . (SMaal, )
irst
Second
Third
AFourth P
Fifth
Sixth
Sewventh
Eighth
Minth
Tenth hd
. Click on thewhite box to the right and type in any additional description, if
appropriate
. Continueto click in on the blank boxes to add modifiers and descriptions of
additional motions if the document contains more than one
. Click on Next

Givefinal approval to the entry by following instructions on the next screen:
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Criminal . Query - Reports . utilities . Logout

4:03-cv-04244.| | P Larson Manufacturing Company of South Dakota v, AluminArt Products Limited, et al

Iy}

Docket Text: Final Text

Amended MOTION for Attorney Fees by Larson Manufacturing Company of South
Dakota, Inc.. (SMaal, )

Attention!! Pressing the NEXT button on this screen its this tr tion. You will have no further
opportunity to modify this transaction if you continue.

Clear |

To modify aprevious screen, click on your browser’s Back button to find the screen
to be modified

To abort the entry, click on Civil to restart

If the entry is correct, click on Next

After final approval isgiven, the next screen displaysthe Notice of Electronic Filing

E

Motions

This screen gives you confirmation that the system has received the entry, the
document is filed and the document is now an official Court document. It dso tells
you the date and time your transaction was received by the Court, and the document
number assigned to the document. Scroll down to view the entire document

‘ F Civil - Criminal . Query » Reports . Utilities . Logout

4:03-cv-04244-| | P Larson Manufacturing Company of South Dalkota v. AluminArt Products Limited, et al

.5, District Court

District of South Dakota

Notice of Electronic Filing

The following transaction was received from Shiaal, entered on 11/5/2003 at 1:52 P CST and filed on 117572003
Case Name: Larson Manufacturing Company of South Dakota v, AluminArt Products Limited, et al
Case Number: 4:03-cv-4244

Filer:

Larson Manufactunng Company of South Dalkcota, Inc.

Document Number: &

Docket Text:
Amended MOTION for Attorney Fees by Larson Manufacturing Company of South Dakota, Inc.. (Shaal, )

The following document(s) are associated with this transaction:

Document description:Iv{ain Document

Original filename:n/a

Electronic document Stamp:

[STAME deecfStamp TD=10343844%4 [Date=11/5/2003] [FileMumber=254138-0]
[734e8b6a050037c13faf701£3237 5095428 16afabbe 74f84b 657 c489d5c4a8297£29
904 ded57e786a84152b3468e011c 1128415896 5eaf5090630609dd0e4 169]]
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Note: The party filing the document should retain a paper or digital copy of the Naotice of Electronic
Filing, which serves as the Court’ s date-stamp and proof of filing.

Filing Other Types of Documents

To file adocument cther than a motion, make the appropriate selection from the Civil menu. The
screens that follow will be very similar to those described above for filing a motion.

Your Account

Regigered attorneys can customize their e-filing account to best suit their needs. Y ou can update
your contact information, add additional email addresses, change your password, monitor cases to
which you are not a party and modify how you receive electronic notifications. To make any
changes or updates to your account, select Utilities from the blue menu bar and then select Maintain

Your Account

aintain User Account

Last namelSMaaI First na.mel—
Middle namel— Generatiunl—
Genderl—L, ATY Typelm
Titlel— Type aty
Bar numberl—
Prisoner idl—
Office|12345 hain St
Unit|
Address 1|
Address 2|
Address 3|
CityISioux Falls Statelﬁ Zip W
Cuum:rylw Cuu.ntylMinnehaha j
Phone [605-333-3333 Fax [f05-3456788
Initials DOB AO code End date
Civil ref style | | Criminal ref style | |
Date sworn I— Status Iﬁ
Email infarmatian... | Mare ugerinformation... |
Submit | Clear |

Once you access your account, you will see the screen above that contains your contact information.
** Note: If it is necessary to change any of the listed information, please contact the Clerk’ s Office
to notify them of the change to ensure your contact information is updated in their records as well.
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Your Password

A registered attorney may change the court-assigned password on his or her account by
selecting More user information from the account screen.

To change your password, delete the***** to the right of “Password”. Type your new
password and hit Return to Account Screen. Once you are back at the account screen, click
on Submit. Click Submit one more time to commit the transaction. Once you have
changed your password, not even the Court will have access to it.

If you forget your password, contact the ECF Help Desk at the numberslisted above in the
“Getting Started” section of thismanua. For security reasons, thisinformation will not be
released to third-parties. The attorney on the account isthe only person to whom the Court
will release this information.

IMPORTANT: DO NOT CHANGE YOUR ASSIGNED LOGIN!!!!
Email Addresses
To update the email address(es) listed on your account, select Email | nformation from the

account screen. 'Y ou can change/update an email address by deleting the information listed
and adding the new email address(es).

[E-mail information for ShIaal
Pri.lna.l’y e-mail address IShelly_Hargul iesfsdd.uscourts. gov ﬂ

Send the notices specified helow
V¥ to my primary e-mail address

[T to these additional addresses

]

¥ Send notices in cases in which I am involved

[T Send notices in these additional cases =]

@ Send a notice for each filing
 Send a Draily Summary Report
. & htind format for etscape or ISP e-mail service
Format notices

" text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen Clear
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The Court recommends that you set up a secondary email address that iseither (1) a central
repository address that several people have access to, and/or (2) the email address of
someone that works closely with you in all your cases (secretary, legal assistant, paralegal).
Thisis asafeguard to ensure that nothing is missed. Should you be out for the day, on
vacation, etc, having a secondary email address entered on your account ensures that
someone else will also get the message.

. To add asecondary email address to your account, check the box to the left of “to
these additional addresses’. Enter the additional email address(es) in the white box
totheright. Click Return to Account Screen and then Submit. Click Submit one
more timeto commit the change.

Monitoring Other Cases

If youwould like to monitor cases to which you are not a party, from the account screen select
Email Information. Click on the box to the left of “Send notices in these additional cases.” Type
the case numbers of the cases you want to monitor in the box to the right. Click Return to Account
Screen and then Submit. Click Submit one more time to commit the change. Y ou will then be
notified of activity in the cases you requested.

tE—ma.il information for SMaal
Primary e-mail address IShelly_l‘Iargul iesfsdd. uscourts. gov =

Send the notices specified helow
¥ to my primary e-mail address

[ to these additional addresses ill
¥ Send notices in cases in which I am involved
¥ Send notices in these additional cases [01-4234 |=]
Dz-4z44|
[ |

& Send a notice for each filing
" Send a Daily Summary Report

. & html format for Netscape or ISP e-mail service
Format notices

" text format for cc:Mail, GroupWise, other e-mail service

Feturn to Account screen | Clear |
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Displaying a Docket Sheet
Click on Reports

This displays the Reports Menu, listing the reports that can be produced

Criminal Query Reports Utilities

Docket Sheet Civil Reports Criminal Reports Civil and Criminal Reports
Crvil Cases Crminal Cases Calendar Events

Click on Docket Sheet

. Enter the case number

Civil + Criminal
Q

Docket Sheet

Case numherl

 Filed I
 Entered

Documents I to I

W Include terminated parties
[ Include links to Motice of Electronic Filing
W Tnclade List of Parties and Counsel

Sort hy | Oldest date first |

to|

Fun Feport | Clearl

. Specify the appropriate criteriafor your docket sheet (if you do not enter specific
filed/entered dates or document numbers, the entire docket sheet will display).

. Click onInclude Links to Notice of Electronic Filing to view the Notice of
Electronic Filing for each document.

. Scroll down and click on Run Report
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The computer displaysthe docket sheet.

Filing Date # Docket Text

10/24/2003 @1 | COMPLATNT with Jury Demand. Receipt Number 40919 in the amount of § 150 filed by Larson
Manutactunng Company of South Dakota, Inc.. (Attachments: # 1(SK M) (Entered: 1072 //2003)

10/24/2003 @ CIVIL COWVER SHEET (SEM) (Entered: 10/27/2003)

10/24/2003 @ RECEIPT for fling foo (SKEM) (Entcred: 10/27/2003)

prear phy (SKM) (Entered: 10/27/2003)

2
£l

104272002 @4 | Letter to counsel re: m.
5

10/28/2003 @ RULE 26 Corporate Disclosures by Larson Manufacturing Company of South Dalota, Inc. (DIP)

(Entered: 10/29/2003)

Y ou may scroll through by using the up and down arrows on the bar to the right side of the
list.

If you want to view an actual document described on the docket sheet, click on the
document number.

If you want to view the Notice of Electronic Filing, click on the gray dot next to the number.

COMPLATNT with Tury Demand. Receipt Mumber 40919 in the amount of § 150 filed by Larson
Manufacturing Company of South Dakota, Inc.. (Attachments: # 1(5KM) (Entered: 10/27/2003)

10/24/2003 ‘ a1

Y ou may print out the document by clicking on Print on the browser toolbar.

To return to the docket sheet, click on Back.

Y ou may print out the entire docket sheet by clicking on Print on the browser toolbar.
Displaying Other Reports

To view areport other than a docket sheet, make the appropriate selection from the Reports Menu.
The stepsthat you follow are very similar to those described above for viewing a docket sheet.

Troubleshoaoting
Cannot log into the LIVE SY STEM
A session can only be established using Netscape or Internet Explorer to do efilings.

If your login and password have both been correctly typed (in all lowercase |etters), and you still
cannot log into the system, please call or email the Court’s Help Desk at any one of the numbers
listed inthe “ Getting Started” section of this manual.

Technical Failures

A registered attorney whose filing is made untimely as the result of atechnical failure may seek
appropriate relief from the judge to whom the case is assigned.
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